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FITNESS REPORT

REVISED FITNESS REPCRT SYSTEM

1. & revision of the Fitness Renort system is being inatalled, includ-

ing revised repcriing nolicies and procedures. This revision, based on Agency-

wide exmerience and eveluationg is the result of extensive research on the

subject, ineluding study of the use of and reactions tc the rredecessor Fitusss
% ‘ Renort form and procedures. Buéihg the last several menths e series of informal
conferences has been held with operating officlals, gsunervisors and asdminigtra-
tive and personnel officers at all levels and from all Agency comnohenta, ard
the experience and ideas élicited from these meetings have been incorvorated
into ihe revised syastem. The result of these studies, meetings, and exnerience

is o otronger, more effective evaeluation vrogram and simniified reporiing

procedures. ' :
2. The attention of all supervisors is directed to IS < A
Fitness Re~orts, dated » which preseribes the new nolliclies

25X1A and nrocedures and to_ Titness Renorts vhich vrovides guidance
for eonmleting the Reports., Instruetions contained 111-m1 on the new o5y A

veport form will provide answers to meny ouestions, Personnel Officers in

L

the onerating components and thoge overating and administrative officers vwho
Lolped make the decisions leading to the revised system will be able to assisti
supervisors in commleting the new Fitness Reports, For additional guldance,

L jsors may contact officials of the Personnel issigmnment Tivisionm,
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0ffice of Personnel. The Office of Training moreover, in cooperation with
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4he Office of Personnel 1s providing training in the preparation of Fitness
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Renorts for a mumber of key officials who will then asalst supervisors in their

recvective jurisdletions.

3, The revised Fiiness Renort is a two-nart form designed to provids

supervisors at all levels with a means of evaluating on--the-job productivity

and performance of emmloyees, and the potential of emwloyees In naking

selections for advancement and future assignment.

t. Form Wo 45, Fitness Report (Performance — Part I) will be

uwsed as oresecribed in_: Fitneas Report, to evaluate

the on-the-job productivity of the employee, This form is designed to
provide the supervisor with a means of rating the individual®s produe-
tivity in terms of individual and specific perf‘ormmice factors as well
ag overali performance, Agenecy nolley stated in _-pmacribas
that the completed Par% I will be shown %o the emnloyee being ra‘iéd’,,
evcept that the supervisor may elect not to do so at the time the
report is completed under the circumstances prescribed in varagraph

2 b(1) of . T™is part of the Fitness Report, ubich ias fairly
brief, vill be completed whepever a renori ls required. -

b Form No, 45, Fitness Renort (Potemtial - Part IT) will be

used to evaluate the potential of the employee for sslection and planning

nurposes, Agency volicy preseribes that it will not be shown to the

employee being rated. This part of the form consists of revised elements

2
Approved For Release 2001/05/01 : CIA-RDP80-018261R000700100017-0

25X1A



‘ - Approved For Releasg001105101 : CIA-RDP80-01826R0007QQ}00017-0

-

T B A

of the predecessor Fitness Reporit concerning potential and a new

element designed to eliclt estimates es to the capability of the

enployee for supervisory dutles. Part II of the Fitnoss Report

which, normally, will be completed only once a year, is optional

o ovrofegsional, technié;l and elerical employees in grades GS-4 and

nolow, but is mandatory for professional and technical emmloyees

GS-5 end above. |

4L~ The revised Fithess Renort system is effective 1 Jarmmary 195¢.
Ranorts due during the month of January and thergafter'will be made on the

new forms and in accordance with the revised nolicles and procedures.
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